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Paragon Updates
As Members continue to explore the features that Paragon has to offer, our knowledgeable Help Desk team is here to answer your 
questions. In this week’s Paragon Newsletter, we will be highlighting several frequently asked CMA questions. 

How to Create Default CMA Documents
If there are documents you use with every CMA, or you use similar wording for each CMA you do, you can create default documents 
and CMA settings that will appear in every CMA you create. 

Click on the Preferences Icon, and select CMA .On the left side of the page you will see a column of CMA report pages. These are 
the pages you can create and/or edit. Any changes you make to these pages in preferences will appear in each CMA you create 
from here on out. Check off the report pages that you would like to see in your CMAs. 

In Cover Letter, you can create a default cover letter. The default does not include any names, dates, or addresses, but you can 
customize those details within your CMA. Company Info is a short biography about your company that your broker must create and 
share with you.  To see if this page has been completed, click on ‘Preview Page’.

For both the Comparable Reports and the CMA Summary you can select which fields that you would like to appear in the 
report. For Final Comments you can fill in any pertinent information that you think your buyers need to know. Once again, 
you can add in names, dates, and specific details within your CMA. 

Finally, you can also upload any PDF documents that you would always like to include in your CMA. Please note, these 
documents are final copies and cannot be edited. 

Need ideas for your cover letter? Click on ML Document and open the Templates folder. These files have all been saved in 
word and can be easily copied and pasted into your CMA pages.



How to add a PDF Document into your Paragon CMA
Paragon CMA offers the ability to upload up to 5 additional customized PDF documents.

Go to CMA Steps

Under Step 5, Presentation Set-Up, click on the green plus ‘Upload Document’ button. Click ‘Choose File’ button navigate to 
where your PDF document is stored on your computer. Select your document and click ‘Open’. Give the document a title under 
Description, and click ‘Save’. 

Your added document(s) will show on the left hand side with the other report pages, and you can move it to whichever position 
you’d like to see it appear in the report. Please note, any documents you upload are a final copy and cannot be edited in Paragon. 

How to Change Field Preferences for CMA Comparable Reports 
You can change the fields that appear in the CMA Comparable Report pages when creating a CMA presentation. 

Under Step 5, Presentation Set-Up, select the report you would like to edit, then click the ‘click here to customize CMA 
field preferences’ link. A pop-up will appear and you can either add or remove fields.

Check off the fields that you would like to add from the Available Fields on the left-hand side, then click on the ‘Add’ 
button. If you would like to remove any fields, check them off on the Selected Fields on the right-hand side, and then click 
the ‘Remove’ button. 

You can arrange the fields by dragging and dropping them into the order you’d like them to appear.

Please note: adding too many fields will result in your report not fitting on the page. 



CMA Courses
Would you like to take a hands-on course to learn more about the CMA options within Paragon? RAE offers two computer 
courses for Members, one for Paragon’s CMA tool and one for Cloud CMA. Members can sign up for either one, or even both. 
To find out more, visit the Education page on the Member intranet. 

Paragon Upgrade - April 12, 2016
Each month, the REALTORS® Association of Edmonton will be releasing new upgrades and features available in Paragon. 
Below, you will find a summary of what is new. To see the full details of each change, click here.  

Market Monitor Update
“Active’, ‘Open House’, ‘Tour’ and ‘Sold within 6 Months’ have been added to the Market Monitor.

Status Sort Order
The Status field will now sort alphabetically, as Active, Sold, Expired. To enable this, the Expired status has been 
relabelled as X – Expired.

Sold Price and Status on Client Detail Report
The Client Detail 2.0 report will now display the Sold Price and the Status of the listing.

Communities, Condos & Mobile Home Parks Table Update
Communities, Condo and Mobile Home Park tables have been updated.

Water Supply & Sewer/Septic Values
New values have been added to Water Supply and Sewer/Septic values have been updated. 

https://member.ereb.com/WEB/RAE/Education/Computer_Training/RAE/Education/Paragon_Training.aspx?hkey=f9a351fd-6bf0-401e-b5d1-9fd648385f87
https://images.magnetmail.net/images/clients/EREB/attach/ReleaseNotesApril.pdf

